Message Center Manager: The Authorizing Signature or “approved By” Field 


Regarding the ICS-213 one common question is how to fill out the bottom line (called the 
authorizing signature or “approved by” field. Who is that? This field is usually left blank as 
it is rarely necessary in field operations. At other times (in house) the authorizing signature is 
usually that of the Message Center Manager, albeit it may be that of the City Manager, 
Mayor, Police Chief, or ICP, depending if it was not found in the from field. 


Duties: 


The Message Center Manager has a vital job to fulfill especially when there are more than 
one communications services available at the same location; eg.; FRS/GMRS, Ham Radio, 
Digital, Public Works, Fire, Police, etc. In our case it will be 99% either ham or FRS/GMRS 
and possibly packet. The Message Center Manager will have to know who to give the 
message to (routing) and also provide the important job of compounding, condensing, 
titrating the messages so they do not overload the communications networks; i.e., so that 
they are not superficial, wordy, or overly detailed. 


The message center manager’s job is shaped by knowledge of the overall network and the 
contents of each the message, how it is addressed, prioritized, to what network the message 
should be sent. The role of Message Center Manager is fulfilled by understanding the 
context of the following topics, such as: 


Message precedences, the "TO" field, the location of the addressee, and how/who to route 
both incoming and outgoing messages. By putting the role of message center manager in 
context, I hope that it will be understood organically. 


We will use Form 309 (log) as an example and identify the roles of the radio operator, the 
scribe, the log keeper (ICS-309), the Net Control Operator's Log, the runners, the bouncer, 
and the message center manager. In most cases that is one and the same person, sadly. 


If the Message Center Manager has enough personnel all the above job duties can be 
delegated; and the manager will have little to do other than to interface with the IC (either 
taking on the responsibility of all the IC’s communications or simply acting as the IC’s sole 
communications interface. 


Jobs: 


The Rado (Radio Operator): Operates the radios (Ham and/or FRS/GMRS) 

The Scribe: Writes down the incoming messages from either FRS/GMRS and/or Ham radio. 
Simultaneously the same scribe can do the ICS-309.. 

The IC-309 Logger: Keeps track of messages sent and received and from whom with time/ 
date stamps differentiating the IC-309 log from that of the NCS Operations log. This job is 


usually done by the scribe 

Runners: Take written communications to the IC, Triage manager, Volunteer Coordinator, 
etc. 

The Doorman/Bouncer: Keeps the noise down and separates the curious from the radio 
operating position. 


If there is not enough available personnel for the above specialization, the worst case 
scenario is that the radio operator will have to do all of the above and act as the message 
center manager. This is doable when there is little traffic; but very difficult in a busy 
environment. In the case of overload, the message center manager should grab volunteers 
and train them on the spot (become an instant trainer) and/or request additional volunteers 
from the Volunteer Coordinator at the Staging Area. 


The message center should have adequate foldup and comfortable chairs and a desk for the 
various personnel so employed. Director chairs are often preferred. It should be easily 
accessible by the IC; but in an isolated location from the general public. 


Operators may use earphones, speaker mics, headsets, etc., but also be able to pipe in an 
externa speaker when there is a message or bulletin to be heard by more than the operator 
e.g., by the IC and other personnel who may be affected. 


It is always best to have the IC or other CERT operatives speak directly to their counterparts 
on the other end of the radio (point to point tactical comms); while using written comms 
only when necessary in order to maximize efficiency. 


Be prepared for rain, wind, adverse weather (a canopy may be very useful) and provide 
forms (form ICS-213, Hybrid ARES Form 213, and ICS-309, pencil. paper. Eraser, and 
appropriate clothing (rain gear, sun screen, hat, sweaters, change of clothing, etc). 


FIFO: First In — First Out 


When messages start to pile up (outgoing or incoming) make sure that messages do not 
become buried or delayed by implementing a FIFO (new messages are placed at the bottom 
of the stack), messages are sorted as to destination and precedence (E and P messages are 
given the first preference). 


